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Course QOverview

Course Objectives
Upon completion of the course, you will be able to:
e Understand asset adjustment, transfer, recategorization, retirement, and
reinstatement
e Adjust and recategorize an asset
e Transfer assets within and between business units
e Retire and reinstate assets

Agenda
Today, we will cover the following topics:
o Defining Key Terms for Asset Adjustment, Recategorization, Transfer, and
Retirement
e Understanding Asset Adjustment, Recategorization, Transfer, and Retirement
Processes
¢ Understanding Asset Adjustments
e Adjusting Financial Asset Information
e Recategorizing an Asset
¢ Understanding Asset Transfers
e Transferring an Asset within a Business Unit
e Transferring an Asset between Business Units
¢ Understanding Asset Retirement and Reinstatement
e Retiring an Asset by Sale
e Retiring an Asset by Trade-In
¢ Retiring an Asset Using a Disposal Worksheet
¢ Reinstating Assets

Participant Notes:
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Lesson 1: Understanding Asset Adjustment, Recategorization,
Transfer, and Retirement

Objectives

Upon completion of this lesson, you will be able to:
o Describe the end-to-end processes for adjusting, recategorizing, transferring, and
retiring assets
e Listroles involved in the asset adjustment, recategorization, transfer, and
retirement management process and describe tasks performed by each role

@ Key Terms

e Adjustment — The process of modifying a change to fields that have financial
impacts, such as changes to an asset's cost

e Additions — Adds an additional cost line as a result of alternate or multiple
funding sources

e Categories - Classifies assets by type for accounting entry and financial
reporting purposes. These categories often reflect how assets are reported on
the balance sheet.

e Recategorization — The process of changing an asset’s category as a result of
an incorrect asset profile selection

e Transfer — The process of moving an asset to a different area within a business
unit or to another business unit

o InterUnit Transfer — The process of moving assets from one business
unit to another business unit

Participant Notes:
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o IntraUnit Transfer — The process of moving assets between departments
within the same business unit
e Retirement — The disposal or removal of an asset from use
e Reinstatement — The process of restoring an asset to service from retirement

Topic 1: Key Concepts for Asset Adjustment, Recategorization, Transfer,
and Retirement

e Asset adjustment lets you change the financial information for an asset

e To recategorize an asset, change the asset category

e Asset transfers can occur between or within agencies

e Retire assets in part or in full by quantity or cost

¢ Reinstating an asset reverses all retirement transactions

e The Agency Asset Adjustment, Transfer, and Retirement Processor completes all
activities related to adjusting, recategorizing, transferring, retiring, and reinstating
assets in SMART

Note: Only Central Asset Processors can complete InterUnit Transfers due to
business unit security in SMART.

e There is one role associated with Asset Adjustment, Recategorization, Transfer,
and Retirement Processes

Role ' Description

Agency Adjuster,
Transfer, Retirement Adjusts asset cost information, performs cost
Processor addition, persform IntraUnit transfer, performs

asset recategorizations, retires an asset,
processes a Disposal Worksheet, reinstates
assets

Participant Notes:
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Topic 2: Understanding Asset Adjustment, Recategorization, Transfer, and
Retirement
Depreciation and
Accounting Entries <
(capital assets
only)
s Transfer Asset M
1 Adjust Asset H
h 4 A
Depreciation and
Update/Change Accounting Entries Asset Use JYes,
Al Asss ™ EERR ASEE! Needed? ™ (capital assets k Complete?
only)
H» Recategorize Asset H A
Update Asset
L] Information
(physical information)

Depreciation and
N ) Accour_mng Entries End Process
(capital assets
only)

Depreciation and

Reinstate Asset —> Aii‘;:ﬁg?gi‘;t;es

only)

Reinstatement
Required

Retire/Dispose of
Asset

Figure 1. Asset Management End-to-End Process

Participant Notes:
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Lesson Review
In this lesson, you learned to:
e Explain key terms and concepts for asset adjustment, recategorization, transfer,
and retirement
o Describe the end-to-end processes for adjusting, recategorizing, transferring, and
retiring assets and how they fit into the end-to-end Asset Management process
e The responsibilities of the Agency Asset Adjustment, Transfer, and Retirement
Processor

@ Additional Resources

The following are additional resources that provide more detail about the topic we have
covered:
e SMART Glossary
http://www.da.ks.gov/smart/trainning/coursematerials/\WBT/glossary.htm
e Asset Management Business Process Flows:
http://www.da.ks.gov/smart/training/coursematerials/

Participant Notes:
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Lesson 2: Adjusting and Recategorizing Assets

Objectives

Upon completion of this lesson, you will be able to:
e Adjust (change) asset information, including cost and quantity
e Recategorize an asset by asset category

Topic 1: Understanding Asset Adjustments

o After adding assets to SMART, you may need to change information about the
assets due to:
o Mistakes when entering an asset in SMART
o Changes to the physical location of an asset
o Changes to an organization that affect the financial information of an
asset
e \When you adjust a parent asset:
o SMART does not automatically filter the adjustment down to child assets.
If necessary, add a separate transaction for the child assets to reflect the
adjustment
o SMART displays a reminder message stating that child assets exist for
the parent to which you are making the adjustment
¢ When you adjust a capital asset, SMART creates the appropriate accounting and
depreciation entries through a batch process, which is automatically run on a
regular basis
o The accounting entries are sent to the general ledger and update the
value and depreciation information for the asset
o These entries ensure that your agency correctly represents the value of
its assets

Participant Notes:
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Identify need to adjust . . Prgcgss Review cost history .
I Enter cost adjustment I Save asset adjustment — | depreciation and | | . ) Asset adjusted
asset ” A information
accounting entries

Figure 2. Adjusting Asset Cost Process

Topic 2: Adjusting Asset Information
¢ Changing financial information about an asset such as cost or quantity affects
your financial books

o Capital asset will create an accounting entry in the amount of the adjustment for
the CAFR book

Page Name Navigation
Main Transaction - Adjustment Asset Management>Asset Transactions>Financial

Transactions>Cost Adjust/Transfer Asset

{ Main Transaction
Unit: 23000 AssetiD: 000000000012 Crown Victoria Tag: SCM 123 In Senice
Transaction Date: |10/14/2009 [ ] Copy Changes to Other Books

Accounting Date: [10/14/2009 ([
Transfer Other Books by: Amount

Transaction Code: QL

Rate T CRRNTCL Adjust Other Books By: Amount w
e Include Convention: Exclude “w

Action: Adjustment v co

Figure 3. Main Transaction Page — Adjustment

Participant Notes:
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Fields
Transaction Date and
Accounting Date

Description
SMART defaults these values to the current date

or dates specified for the user defaults. You may
enter transactions into SMART after they occur.

Note: Any difference between the transaction date
and accounting dates affect depreciation and
posting.

Copy Changes to Other Books

State of Kansas has chosen to keep all books in
sync. Therefore, any changes you make are
automatically be copied to all books for this asset.
Use the Copy to Other Books Options section to
choose settings for the automatic copy.

Adjust Other Books by

Select whether to adjust other books by amount or
percentage

Include Convention

Accept the default value of exclude.

Action

Use the Action drop-down list to choose the
Adjustment item

Table 1. Main Transaction — Adjustment Fields

Page Name
Cost Information — Adjustment

Navigation

Asset Management>Asset Transactions>Financial
Transactions>Cost Adjust/Transfer Asset>Cost
Information>GO! button

Participant Notes:
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Unit: 17300 Ass

Book Name: CAFR

» Cost History

Cost Information

etiD: 000000000002 Automobile

Tag:

In Service

Chanae Location
Find | View Al First 1) 10r2 I Last

CAFR Reporting Book  Base Currency: USD Convention: Half Year v

Edit Cost Information
R i [
Adjust All Rows By: Percent: | Quantity:| Cost: Curr: USD & Apply =
Quantity Cost _ Salvage ) Category CostType Unit
|1.0000 12,318.99 0.00
Dept Fund Bud Unit Program Project Svc Loc Agy Use ChartField 2
1730000000 1000 0210 01300
Adjust Current Row By: usD Apply | 7,
Figure 4. Cost Information Page — Adjustment
Fields Description
Convention

SMART uses a default value of Actual Month for
all transactions with the exception of adjustments

and retirements. Adjustments and retirements use
different conventions.

Cost History

Expand to review the cost balance for the asset.

Note: You can only review cost rows for the asset
and their associated ChartFields here. Add new
cost rows in the Edit Cost Information section.

Participant Notes:

March 10, 2010
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Fields
Adjust All Rows By

Description
Enter the appropriate percentage, quantity, or

amount in the corresponding field. The default is a
positive adjustment. To make a negative
adjustment, enter a negative percentage or
amount.

Note: You can adjust the cost by either percent or
amount, but not both.

Apply

Click to prorate the adjustment and, for multi-
ChartField assets, add it to each cost row

Cost and Quantity

Enter the new values or change the existing values
in the corresponding field. You can adjust an
asset’s cost for individual cost rows by entering the
new cost into the Cost field for each cost row that
you want to change.

Note: To adjust the quantity for individual cost
rows, enter the new quantity, not the number of
units by which the quantity is increased or

decreased, into the cost rows.

Table 2. Cost Information Fields — Adjustment

@ Walkthrough/Activity

We will now complete Activity 1: Adjusting Asset Information in your Activity Guide.

Participant Notes:
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Topic 3: Recategorizing an Asset

e You might need to recategorize an asset because an incorrect asset profile was
selected, resulting in an incorrect asset category which affects the balance sheet
reporting.

o If profile ID correctly reflects whether the asset is capital or non-capital (even if
the profile is wrong), the agency can make all corrections. The corrections that
can be made are as follows:

O O O O O

@)

Profile ID
Asset Class
Asset Type
Asset Subtype
Asset Category
Useful Life

¢ If the profile ID does not correctly reflect whether the asset is capital or non-
capital, the agency should make their corrections and then contact central, who
will add or delete books.

e The depreciation calculation process moves stored depreciation amounts from
category to category.

Note: Incorrect Asset Profile Job Aid will be available on the web as a material course

resource.

Participant Notes:
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Identify asset to be Save asset IPIEEss Use cost history to
recategorized > Recategorize asset — recategorization [~ | depreciation and | —review recategorization Asset Recategorized
accounting entries results

Figure 5. Recategorizing Asset Process

Page Name Navigation
Main Transaction - Recategorize | Asset Management>Asset Transactions>Financial

Transactions>Cost Adjust/Transfer Asset>Main

Transaction
{ Main Transaction
Unit: 223000 AssetID: 000000000012  Crown Victoria Tag: SCM 123 In Senvice
Transaction Date: |10/14/2009 [ [] Copy Changes to Other Books

Accounting Date: [10/14/2009 |[x
Transfer Other Books by: Amount

Transaction Code: (&}
Rate T CRRNTAL Adjust Other Books By: Amount “
ate Type:
w Include Convention: Exclude w
Action: v| 6o

Figure 6. Main Transaction Page — Recategorize

Fields Description
Action Use the Action drop-down list to choose the
Recategorize item

Table 3. Main Transaction Fields — Recategorize

Participant Notes:
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Page Name Navigation
Cost Information - Recategorize | Asset Management>Asset Transactions>Financial

Transactions>Cost Adjust/Transfer Asset>GO!
button

|| Cost Information

Unit: 17300 AssetID: 000000000002 Automobile Tag: In Service

Change Location
Find | View Al First ] 1 or2 I ast

CAFR Reporting Book  Base Currency: USD Convention: | Actual Month

ost Information As Of  11/24/2009

1 1730000000 1000 0210 01300 12318.99
L

Quantity Cost Salvage Category CostType Unit
1.0000 12,318.99 000 [VEHCL Q| Q

Dept Fund Bud Unit Program Project Svc Loc Agy Use ChartField 2
1730000000 1000 0210 01300

Figure 7 Cost Information Page — Recategorize

Fields Description
Category Use the Category field to select a new asset
Category for the asset

Table 4. Cost Information Fields — Recategorize

Page Name Navigation

Cost History List Asset Management>Asset
Transactions>History>Review Cost>Cost History
List

Participant Notes:
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Cost History List {_Cost History Detail | Non Cap History List | hon Cap History Detail

Book Name: CAFR

Total Cost: 45 100.00

Unit: 17300 AssetIiD: 000000000003

Cost | Chartfields

4 dr sedan Tag: In Semvice

First E1] 1orz O Last

Currency: USD

Custornize | Find [ view Al | 3 First 4] 1.4 ora [¥] Last

Trans
Acctg Date Tvpe

108/03/2009 ADD
2 0972212009 ADJ
3 09/22/2009 RCT
4 09/22/2009 RCT

Quantity Total Cost Detail
1.0000 45 000.00 Detail
100.00 Detail

-1.0000 -45100.00 Detail
1.0000 45 100.00 Detail

Figure 8. Cost History List Page

Page Description

Cost History List

Use the Cost History List page to review a
summary of the recategorization

Table 5. Cost History Information

Page Name
Cost History Detail

Navigation

Asset Management>Asset
Transactions>History>Review Cost>Cost History
Detail

Participant Notes:

March 10, 2010
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| CostHistory List | Cost History Detail {_Non Cap History List | Non Cap History Detail

Unit: 17200 AssetID: 000000000003 4 drsedan Tag: In Sernvice

nd|viewAll  First 1 0i2 B a5t

Book Name: CAFR CAFR Book Base Currency: USD

First K 3 ops I | gt

Acctg Date: 09/22/2000 Trans Date: 09/22/2009 DateTime Stamp: 09/22/2009 6:39:294M

Trans Type: RCT Qut Asset Recategorization
Trans Code: Unit:

Cost: -45,100.00 USD Asset ID:
Base Cost: ~45,100.00 USD Book:

Salvage: -2 000.00

Quantity: -1.0000 Rate Type: CRRMNT

Convention: AM Rate Effdt: 09/22/2009
User ID: FMSAROBINSON Exchange Rate: 1.00000000
Category: AUTO Automobile

Cost Type:

Department:

Fund Code:

Budget Unit:

Program Code:

Project:

Service Location:

Agency Use:

ChartField 2:

Figure 9. Cost History Detail Page — Recategorization Out

Participant Notes:
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| CostHistory List | CostHistory Detail {_Non Cap History List | Non Cap History Detail
Unit: 17300 AssetlD: 000000000003 4 drsedan Tag: In Sernvice
Find|viewall  First 1] 1or2 B Last
Book Name: CAFR CAFR Book Base Currency: USD

Cost Find | View Al First Kl aora [* Last
Acctg Date: 09/22/2000 Trans Date: 09/22/2009 Date/Time Stamp: 02/22/2009 6:39:294M
Trans Type: RCT In Asset Recategorization
Trans Code: Unit:
Cost: 45,100.00 USD Asset ID:
Base Cost: 45,100.00 USD Book:
Salvage: 2.000.00
CQuantity: 1.0000 Rate Type: CRREMNT
Convention: AM Rate Effdt: 09/22/2009
User ID: FMSAROBINSON Exchange Rate:  1.00000000
Category: LAUTO  Leased Autormobile
Cost Type:
Department:
Fund Code:
Budget Unit:
Program Code:
Project:
Service Location:
Agency Use:
ChartField 2:

Figure 10. Cost History Detail Page — Recategorization In

Description
Cost History Detail Use the Cost History Detail page to review each

record of cost information for the information, by
asset book

Table 6. Cost History Detail Information

Participant Notes:
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@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Recategorizing Assets

@ Walkthrough/Activity

We will now complete Activity 2: Adjusting and Recategorizing Assets in your Activity
Guide.

Lesson Review

In this lesson, you learned to:
e Describe the impacts of adjusting and recategorizing assets

e Adjust asset information
¢ Recategorize Assets

@ Additional Resources

The following are additional resources that provide more detail about the topic we have
covered:
e SMART Glossary
http://www.da.ks.gov/smart/trainning/coursematerials/WBT/glossary.htm
¢ Asset Management Business Process Flows:
http://www.da.ks.gov/smart/training/coursematerials/

Participant Notes:
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Lesson 3: Transferring Assets

Objectives

Upon completion of this lesson, you will be able to:
e Transfer an asset within a business unit
e Transfer an asset between business units

Topic 1: Understanding Asset Transfers

e Assets can be transferred within and between business units

¢ Physical location can only be updated during the transfer process when at least
one ChartField is changed

e Parent and child assets can be transferred together or separately. To transact
against a parent and child asset at the same time, the parent and child must
have the same asset profile.

e A separate child asset tab is visible when a parent/child relationship has been
identified in the SMART system. An example of a parent/child relationship would
be a playground would be the parent asset and the slipper slide, merry-go-round
and swing set would be the child assets.

Note: Parent assets that are created on the Parent Asset page (parent-only
assets) do not have cost or basic information. Therefore, they cannot be viewed
or transacted against in the Asset Cost/Adjust Transfers component.

¢ Both transfer types — InterUnit and IntraUnit — have a financial impact and require
the creation of accounting entries. Depreciation calculations may be affected
when an asset is transferred.

¢ When you transfer an asset, SMART creates the appropriate accounting and
depreciation entries through a batch process, which is automatically run on a

e regular basis. The accounting entries are sent to the general ledger and update
the value and depreciation information for the asset.

Participant Notes:
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Identify need to
transfer an asset

Process
Select the transfer Enter the new Enter the new location Depreciation and

Transfer within
action chartField information code as needed ) SRR HREEEE |y Accounting Entries

agency?

No

v v
Select the InterUnit
transfer action ) Enter the new business ) Enter the new location ) Edit cost information as ) Save the InterUnit Review cost history
(Will be completed unit code as needed needed transfer information

centrally)

A 4

Asset Transferred

Figure 11. Transferring an Asset Process

Topic 2: Transferring an Asset within a Business Unit

¢ The IntraUnit transfer of assets involves transferring assets from one set of
ChartFields to another set of ChartFields within the same business unit
e The three types of IntraUnit transfers that can be performed:
o Full Transfer — This type of transfer requires you to transfer all units or
the total cost of the asset
o Partial Transfer — This type of transfer enables you to allocate the cost
and depreciation of an existing asset to multiple sets of ChartFields

Participant Notes:
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o Retroactive Transfer — This type of transfer enables you to retroactively
transfer assets that were physically moved during a previous accounting
period but have not yet been entered into the Asset Management system

Page Name Navigation
Main Transaction - Transfer Asset Management>Asset Transactions>Financial
Transactions>Cost Adjust/Transfer Asset

Main Transaction
Unit: 17300 AssetID: 000000000006 Forklift Tag: DOA125 In Service
Transaction Date: |03/05/2010 |[1 Copy Changes to Other Books

Accounting Date: |03/05/2010 |[31
Transfer Other Books by: | Amount  +

Transaction Code: Q
Rate T cRETla Adjust Other Books By: *\mount v
ate Type: Q
» 3 Include Convention:  Exclude v
Action: v| _co!
& save | &\ Returnto Search | +[Z] Previous in List | +[E] Next in List \ [Z] Notify ‘ /] Include History

Figure 12. Main Transaction Page — Transfer

Fields Description
Action Use the Action drop-down list to choose the
Transfer item/Select GO!

Table 7. Main Transaction Page Fields — Transfer

Participant Notes:
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/ Main Transaction } CostInformation Y

Unit: 17300 AssetID: 000000000006 Forklift Tag: DOA125 In Service
Change Location
Book Find | View Al First 4] 1 or2 B L ast
Book Name: CAFR CAFR Reporting Book  Base Currency: USD Convention: | Actual Month b
>

Edit Cost Information

=
Quantity Cost vSaIvgge Category CostType Unit
1.0000 | 10,000.00 0.00 | il I
Dept Fund Bud Unit Program Project Svc Loc Agy Use ChartField 2
{1732500000 |@ |2028 |Q |0550 (& 01850 IQ (& [ALMA | | Q| Q
Adjust Current Row By: usp __Aeely |
save | [ Return to Search | ] Previous in List | 4[] Nextin List | [=] Notity | 7 | & inciude History
Main Transaction | Cost Information

Figure 13. Cost Information Page - Transfer

IAsset Location Transfer

First E 10f1 [E Last
Location: |KSALI ;O\ Salina [=]
Area ID: O\
Figure 14. Asset Location Transfer Page
Fields Description
Location Enter the new location for the asset
Area ID Enter the area ID for the asset

Table 8. Asset Location Transfer Fields

Participant Notes:
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¢ When transferring parent and child assets, you must also use the Child Assets
page to complete the transfer

Note: If the asset does not have child assets, you will not get the child asset tab.

j Main Transaction | CostInformation | Child Assets '

Unit: 00200 AssetlD: 000000000016 Main computer Status: |n Service
Tag Number: 87654
Deselect All

Customize | Eind [View All | 88 First ] 13.0r3 (] Last

Selected Tag Number Description Child Asset ID ﬁs Cost Currency Acq Date  Child Details GoTo>>
INVENTORY ) ; .
1 5689 SCANNERS 000000000017 In Service  6599.00 USD 11/25/2008 Child Details v
INVEMTORY " . .
2 55654 SOFTWARE 000000000018 In Service 500.00 USD 11/25/2008 Child Details R4
3 Computers 000000000206 In Service  7500.00 USD 07/01/2009 Child Details R4
Include Parent Asset Advanced Tun Details

Figure 15. Child Assets Page

Fields Description

Select All Click Select All to include all child assets with the
parent in the transaction that you have initiated.
To include some child assets, select the Selected
check box on the specific rows.

Include Parent Asset Select to include the parent asset in this
transaction

Table 9. Child Assets Fields

@ Walkthrough/Activity

We will now complete Activity 3-4: Transferring Assets Within Business Units in your
Activity Guide.

Participant Notes:
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Topic 3: Transferring an Asset between Business Units

¢ When you want to transfer an asset between two Asset Management business
units, SMART records a Transfer Out from the first business unit and a Transfer
In to the new business unit

Note: This process is performed centrally because of business unit security.
However, the agency will need to complete a spreadsheet and send to central
with all pertinent information. This spreadsheet will be available on the course
material web page as a resource.

Page Name Navigation

Main Transaction — InterUnit Asset Management>Asset Transactions>Financial

Transfer Transactions>Cost Adjustment/Transfer Assets

{ Main Transaction

Unit: 00200 AssetiD: (000000000058 Computer Taq: In Service
Transaction Date: |10/14/2009 [ [4] Copy Changes to Other Books

Accounting Date: [10/14/20089 |[31
Transfer Other Books by: Amaount

Transaction Code: a,
Adjust Other Books By: Amount A
Rate Type: CRRMT
e Q Include Convention: Exclude A
Action: Interlnit Transfer v GO!

Figure 16. Main Transaction Page — InterUnit Transfer

Participant Notes:
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Fields
Action

Description

Use the Action drop-down list to choose the
InterUnit Transfer item

Table 10. Main Transaction Fields — InterUnit Transfer

Page Name

Cost Information Page —
Interunit Transfer

Navigation

Asset Management>Asset Transactions>Financial
Transactions>Cost Adjustment/Transfer Assets

Cost Information

Unit: 17300 AssetID: 000000000002 Automobile Tag:

In Service
InterUnit Transfer
Enter New Business Unit Information

Find | View Al First (1 1 071 [¥] Last

New Unit: 28000 Q InterUnit Transfer Options

New AssetID: [NEXT

Profile ID: 540500 Q Trans Code: Q Transfer From/To Books Use Profile
Change Location
Book Find | View Al First [*] 1 or2 I Last

Book Name: CAFR CAFR Reporting Book  Base Currency: USD Convention: | Actual ionth "‘
» Cost History

Edit Cost Information

=
Quantty  Cost _ Salvage _ Category CostType Unit
1.0000 12,318.99 0.00 VEHCLQ | Q 128000 @
Dept Fund Bud Unit Program Project Svc Loc Agy Use ChartField 2
11730000000 @ [1000 '@ [0210 @ [01300 Q@ | & & [ Q| Jlc

Figure 17. Cost Information Page — InterUnit Transfer

Participant Notes:
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Fields Description

New Unit Select the business unit to which you are
transferring the asset

New Asset ID Defaults to NEXT

Profile ID Select a profile ID that is valid for the new business

unit

InterUnit Transfer Options

Click the InterUnit Transfer Options link to
access the InterUnit Transfer Options page
where you can select the asset information that
you want transferred with the asset.

Note: By default, all options are selected.

Transfer From/To Books

Click Transfer From/To Books to access the
Transfer From/To Books page where you specify
the way in which cost information is passed
between business unit books

Use Profile

Use the Use Profile option to get profile attributes

Convention

SMART uses a default value of Actual Month for
all transactions with the exception of adjustments
and retirements. Adjustments and retirements use
different conventions.

Edit Cost Information

Use the fields in the Edit Cost Information group
box to specify the cost, quantity, ChartField, and
other asset cost information

Table 11. Cost Information Fields — InterUnit Transfer

Page Name
Transfer To/From Books

Navigation

Asset Management>Asset Transactions>Financial
Transactions>Cost Adjustment/Transfer
Assets>GO! button>Cost Information>Transfer
To/From Books link

Participant Notes:
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Asset Cost |U Book Transfer

[CAFR v| usp CAFR usD Transfer v |

| STATE v| usp STATE USD [ Transfer v

Figure 18. Transfer To/From Books Page

Page Description
Transfer To/From Books Use the Transfer To/From Books page to choose

the way in which cost information is passed
between business unit books (if applicable)

Table 12. Transfer To/From Books Information

Participant Notes:
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Lesson Review

In this lesson, you learned to:
e Explain asset transfers within and between business units
e Transfer assets within a business unit
e Transfer an asset between a business unit

@ Additional Resources

The following are additional resources that provide more detail about the topic we have
covered:
e SMART Glossary
http://www.da.ks.gov/smart/trainning/coursematerials/WBT/glossary.htm
¢ Asset Management Business Process Flows:
http://www.da.ks.gov/smart/training/coursematerials/

Participant Notes:

March 10, 2010 Page 29 of 48 Final


http://www.da.ks.gov/smart/trainning/coursematerials/WBT/glossary.htm
http://www.da.ks.gov/smart/training/coursematerials/

AM341: Adjusting, Recategorizing, Transferring, e
and Retiring Assets Kﬂ S :S
Participant Guide

Statewide Management, Accounting and Reporting Tool

I\ (0S8 A YRS 000 5 SRR |IIHJ'H 1 II\

Lesson 4: Retiring and Reinstating Assets

Objectives

Upon completion of this lesson, you will be able to:
e Retire an asset by sale, trade-in, and disposal worksheet

e Reinstate a retired asset

Topic 1: Understanding Asset Retirement and Reinstatement

e All assets should be retired using the Retire/Reinstate Asset component with
the exception of operating leases. Use the Retire/Reinstate Non-Fin Asset
component to retire operating leases.

e Assets are fully or partially retired by quantity or by cost

¢ You can also enter retroactive retirement information for assets that were actually
retired in a prior accounting period

o Types of asset disposal:

o Abandonment — Use when the asset has no resale value and is left
behind

o Cannibalize for Other Assets — Use when the asset has been
dismantled and the parts reused within your agency

o Casualty Loss — Use when an asset is unintentionally destroyed. If you
cannot sell the asset, you might incur removal costs disposing of it.
Donated to External Group — Use when an asset is donated
KS Surplus (Retired to State Surplus) — Use when an asset is sent to
State Surplus

o Missing Asset — Use when the asset is missing. Missing assets have no
proceeds or removal costs.
Retirement by Sale — Use when you sell an asset
Rtn_Fed (Returned to Federal Government) - Use when an asset is
returned to the Federal Government

Participant Notes:
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o Scrapped Assets — Use when the asset is no longer useful and has no
resale value
o Traded In for Another Asset — Use when you are trading one asset for
another
e You can retire parent-child assets in several ways:
Retire the parent asset and all related child assets
Retire the parent asset and some related child assets
Retire all the child assets only and not the parent asset
Retire only some of the child assets and not the parent asset

O O O O

¢ When you retire an asset, SMART creates the appropriate accounting and
depreciation entries through a batch process, which is automatically run on a
regular basis. The accounting entries are sent to the general ledger and update
the value and depreciation information for the asset.

e Assets sent to State Surplus are no longer considered an agency’s property,
therefore when the asset is sold, the agency does not record the proceeds.

Note: When you reinstate an asset, the accounting entries created by retiring the
asset are reversed.

Participant Notes:
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A 4

Manually retire asset

A 4

Save asset retirement

A 4

Process
Identify asset to be Depreciation and .
retired Accounting Entries Assetrefired

A

Transaction
Loader
Process

»| Complete disposal
worksheet

Figure 19. Retiring an Asset Process

Topic 2: Retiring an Asset by Sale

¢ The Asset Management module allows the proceeds received from the sale of an
asset to be recorded when a retirement by sale transaction is recorded
o Proceeds recorded in the Asset Management module are not posted to
the GL Actuals Ledger
o Proceeds recorded in the Asset Management module are posted to the
CAFR Reporting Ledger against the asset’s initial funding stream
e The actual deposit for the cash received is not recorded in the Asset
Management module. Record this transaction in the Accounts Receivable
module as a deposit, which then posts to the GL Actuals Ledger in the General
Ledger module.

Participant Notes:
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Note: There is no integration between the actual receipt/deposit and the Asset
Management module.

Page Name Navigation

Retire Assets — Retirement by Asset Management>Asset Transactions>Asset
Sale Disposal>Retire/Reinstate Asset>Retire Assets
[Retire Assets 10

Unit: 17300 AssetID: 000000000002 Automobile Tag: In Service
Trans Date: | 11/25/2009 el Acctg Date: 11/25/2009 [ Rate Type: :CRRNT i |

Find | View Al First ) 1 or2 I Last

Book Name: CAFR CAFR Reporting Book Base Currency: USD As Of: 11/25/2009
Retire As: 4, Quantity: 1.0000
Copy Changes to Other Books Cost: 12,318.99
Retirement Eind | View Al First [ 4 or1 [ Last

*Disposal Code: Date/Time:  11/25/09 11:36:56AM  Ret Status: New

Quantity: -1.0000 ¥ Retirement Amt: -12,318.99 UsSD
Removal Cost: | 0.00 Re curr: USD Q Base Removal Cost: 0.00
Proceeds: 0.00 preurr: (USD QU Base Proceeds: 0.00
Convention: | Half Year M| Accum Depr: 0.00
Trans Code: | M Gain/Loss: 0.00
Retire Option: | Calculate Gain/Loss v

Figure 20. Retire Assets Page — Retirement by Sale

Fields Description

Transaction Date The transaction date reflects the date that the
retirement actually occurred

Note: The transaction date determines how much
of the depreciation taken in SMART Asset
Management must be recovered.

Participant Notes:
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Accounting Date The accounting date determines when the
retirement transaction is posted to the general
ledger

Retire As Specify the type of retirement transaction as Retire
by Sale. Then, click the GO button.

As of, Quantity and Cost These fields display the corresponding information

as defined for this asset in the selected book
before you save your changes. You can use this
information as a reference when you enter quantity
or amount information to partially retire an asset.

Disposal Code This value defaults from the selection in the Retire
As field

Removal Cost Enter the amount of any cost for removal

Proceeds Enter the amount of proceeds resulting from the
transaction, if applicable

Convention Defaults based on the asset profile. Do not
change this field.

Retire Option Always select the Calculate Gain/Loss option

Table 13. Retire Assets Fields

Page Name Navigation
Retire Assets Asset Management>Asset Transactions>Asset
Disposal>Retire/Reinstate Asset>Other Options

Participant Notes:
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Unit: 17300 AssetID: 000000000002 Automobile Tag:

Book Find | View Al
Book Name: CAFR
Retirement Find | View All

Gain/Loss Calculations

@ voluntary O Involuntary
® ordinary O Extraordinary

Q

[ use Original Cost
[[]Recalc Cost Using Index
[linclude Non Capitalized Cost

Basis Reduction Code: Q

Index Name:
Sublindex:

Reference Code:

Description:

Trade In Asset:
Auto-Retired

First EJ 1of1 E] Last

In Service

First E] 10f2 u Last

Figure 21. Other Options Page

Fields Description

Use Original Cost and Basis
Reduction Code
field blank.

The State of Kansas does not use basis reduction
codes. Do not select this check box and leave this

Recalc Cost Using Index, Index
Name, and Subindex name fields. Do not select this check box a

fields blank.

The State of Kansas does not use this option or

nd leave the

Include Non-Capitalized Costs

not select this check box.

The State of Kansas does not use this option. Do

Participant Notes:
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Fields Description
Voluntary and Involuntary Select one or the other to indicate whether this is a

Voluntary or Involuntary retirement.

Note: This is for information only.
Ordinary and Extraordinary Select to indicate how the gain or loss that results
from the retirement should be reported.

Note: This is for information only.

Reference Code Enter information to track the asset, such as
retirement documentation. Open for additional
information, as needed.

Description Free text field used to enter additional information,
as needed

Trade In Asset Displays the ID of the new traded-in asset

Auto-Retired The State of Kansas does not use this option. Do

not select this check box.

Table 14. Other Options Fields

Page Name Navigation
Retire Assets Asset Management>Asset Transactions>Asset
Disposal>Retire/Reinstate Asset>By Chartfield

Participant Notes:
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5 | By Chartfield ]| Capital Gain |

Unit: 17300 AssetID: 000000000002 Automobile Tag:

Book Name: CAFR CAFR Reporting Book  Currency: USD  Group ID:

[-1.0000 1231899

1
Book Find | View Al First "0 10r2 I (ast

— _
Find | View Al First (1] 4 o4 [ Last

Quantity Retire Amt Salvage Value
%

In Service

Figure 22. By Chartfield Page

Field Description

partially retired.

to that ChartField combination.

Quantity or Retire Amt If required, override SMART’s selections by
entering an amount in the Retire Amt (retire
amount) field or the Quantity field. Use this page
only when assets are split between departments or

Note: When you perform a retirement by
ChartField, for each ChartField combination you
can retire only a cost or quantity that is less than or
equal to the amount that was originally apportioned

Table 15. By Chartfield Fields

@ Walkthrough/Activity

We will now complete Activity 5-6: Retiring an Asset by Sale in your Activity Guide.

Participant Notes:
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Topic 3: Retiring an Asset by Trade-In

e The trade-in value of the retired asset is included in the cost valuation of the new
asset

¢ New assets resulting from a trade-in must use the “Trade-in” acquisition code

e Use the Express Add to add the new asset. An agency will do this because the
acquisition code is automatically defaulted to purchased when coming from
Purchasing and the code cannot be changed.

e Depreciation has to be run on the asset being traded in before the new asset is
added

Note: Depreciation is run nightly by Central. Request Central to run Ad Hoc if
needed immediately.

Navigation

Retire Assets — Trade-In Asset Management>Asset Transactions>Asset
Disposal>Retire/Reinstate Asset>Retire Assets

Participant Notes:
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Retire Assets { Other Options | By Charffield

Unit: 28000 AssetID: 000000000012 Crown Victoria Tag: SCM 123 Disposed
Trans Date: |,10/03/2009§E‘*J Acctg Date: | A Rate Type:

irst K 20f2 [] Last

Book Name: CAFR CAFR Book Base Currency: USD As Of: 10/08/2009
Retire As: o I : Quantity: 0.0000
Copy Changes to Other Books Cost: 0.00

Find | ViewAll  First Kl 2072 [¥] Last

*ms,posamoae;;TfadedInforanqthg;.‘\sseji DatefTime:  10/08/09 1:59:22PM  Ret Status: New

Quantity: L ¢ Retirement Amt: ‘ ‘ UsD
Removal Cost: | Uﬂol RC Curr: @Q Base Removal Cost: 0.00
Proceeds: 207090-00‘ PrCurr: ESE:O\ 2 Base Proceeds: 20,000.00
Convention: | Half Year ¥ Accum Depr: 0.00
Trans Code: | v Gain/Loss: 0.00
Retire Option: | Calculate Gain/Loss v/

Figure 23. Retire Asset Page — Trade-In

Participant Notes:
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Fields Description

Retire As Specify the type of retirement transaction as

Traded in for another Asset. Then, click the GO
button.

Table 16. Retire Asset Fields — Trade-In

@ Walkthrough/Activity

We will now complete Activity 7: Retiring an Asset by Trade-In in your Activity Guide.

Topic 4: Retiring an Asset Using a Disposal Worksheet

e The Disposal Worksheet page provides a quick method to select assets to
retire based on the following elements: Category, Book, Location, Profile ID,
Acquisition Details, and Chartfield values

Page Name
Disposal Worksheet

Navigation
Asset Management>Asset Transactions>Asset
Disposal>Disposal Worksheet

Disposal Worksheet '

Unit: Q Book: Q

Category: Q Serial ID:

Asset ID: Location: Q

Tag Number: Profile ID: Q More Filter Options

PO Unit: Q Receipt Unit: Q AP Unit: @, PC Bus Unit: Q

PO No.: Receipt No: Voucher: Project ID: Q
Retrieve 100 New Search View Ownership Details

Figure 24. Disposal Worksheet Page

Participant Notes:
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Fields
Asset Search Criteria

Description
Use the Asset Search Criteria section to identify

assets that are eligible for disposal based on the
user's established asset ownership. Assets can be
identified based on:

e Unit

e Serial ID

e Category
e Location

e AssetID

e Asset Status

e Tag Number

e Profile ID

e More Filter Options

Acquisition Details

To further identify assets for disposal, complete the
following fields:
e PO Unit (purchasing unit)

e Receipt Unit

e AP Unit (payables unit)

e PC Bus Unit (projects business unit)
e PO No.(PO number)

¢ Receipt No (receipt number)

e Voucher

e ProjectID

Retrieve When you click the Retrieve button, the results
appear in the tabbed grid at the bottom of the
disposal worksheet

New Search You can begin again by pressing the New Search

button

Table 17. Disposal Worksheet Fields

Participant Notes:
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Page Name Navigation

Disposal Worksheet — Asset Asset Management>Asset Transactions>Asset

Action Disposal>Disposal Worksheet

| Disposal Worksheet
[+
Retrieve Mext 100| Rows _— Of & MWew Search Wiew Ownershin Details
Disposal Code  Retire Dt Accounting Dt
Submit for Disposal | SelectAll | | 10f 42009 ([0 (1001 402009 [[5 Set Al
Figure 25. Disposal Worksheet Page — Asset Action

Fields Description

Select All Click the Select All button to select all assets from
the search results.

Note: The Select All button should be used with
extreme caution.

Disposal Code Select the disposal code for all assets in the
worksheet list to identify the reason for the
disposal of the assets

Retire Dt Enter a retirement date, which can be retroactive
or future-dated. This date is applied to all assets in
the worksheet list.

Note: The default is the current date.

Accounting Dt Enter the accounting date to be recorded if
different from the current date. This date is applied
to all assets in the worksheet list.

Set All Click to apply the retirement information to all
assets in the list

Participant Notes:
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Submit for Disposal Click the Submit for Disposal button when you

have completed the disposal worksheet. SMART
provides a warning to make sure the assets
selected should really be retired.

Note: The disposal request is processed when
SMART runs the Transaction Loader process.

Table 18. Disposal Worksheet - Asset Action Fields

Page Name Navigation
Disposal Worksheet — Asset Asset Management>Asset Transactions>Asset
Information Disposal>Disposal Worksheet>Asset Information

[ Disposal Worksheet |
[

Retrieve Mext 100| Rows 1- 6 of § Mewy Search Wiewe Orwenership Details
Disposal Code  Retire Dt Accounting Dt
SubmitfurDispusal| Select All w | 1oM 42009 (=0 (100 42009 |3 Set All

First E |I| Last

mize | Find | View 211 | B

Asset Information | Retirement Information Optional Accounting Information

Dispose AssetID Description Tag Number Category  Serial ID
il Qoaoo0oaot a6 Ford F-150 Pickup FTO 123 ALITC

| 00oo00o001 57 Snow Removal Blade ME

il Qooooooaot as Snow Blade ME

O 000000000159 Ford F-150 Pickup FTO 124 AUTO

il aooooaoaot &a Snow Plowing Blade ME

A 0000000001 61 Ford F-150 Pickup AUTO

Submit for Disposal
[=] Metify

Figure 26. Disposal Worksheet Result Set — Asset Information Page

Participant Notes:
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Fields Description
Submit for Disposal, Select All, Select assets for disposal individually by selecting
and Deselect All the Dispose check box.

Note: You can also use the Select All or Deselect
buttons to select or deselect all assets at once.

Table 19. Disposal Worksheet Result Set — Asset Information Fields

Page Name Navigation

Disposal Worksheet — Asset Management>Asset Transactions>Asset

Retirement Information Disposal>Disposal Worksheet>Retirement
Information

|/ Disposal Worksheet

[

Retrieve Mext 100| Rows T of § Mew Search Wiew Owenership Details
Disposal Code  Retire Dt Accounting Dt

SubmitfurDisposaI| Selact All w101 42009 (= 100 452009 ([= Setall

Y Al L First E IE Last

Azset Information '{" Retirement Information

Optional Accounting Information

Dispose AssetID Cost gmg"e Proceeds  PrCurs EE"‘"" RCCurr  Disposal Code Retire Dt Detail
] 000000000156 30,000.00 USD 1.0000 | 1.0000 UsD|(Qy 0.00/|UsD |2, | Sale | 101452009 ([ Detail
O aooooonoot sy 2,500.00 USD 1.0000 | 1.0000 UsD|Q n.oofjush Q| Sale w |10/ 452009 ([ Detail
F 000000000158 2,500.00 USD 1.0000 | 1.0000 UsD|Q n.00||usD |, | Sale ~ |10/ 452008 |[5] Detail
O aooooonoot 59 30,000.00 USD 1.0000 | 1.0000 UsD|Q n.oofjush Q| Sale w |10 452009 (=] Detail
O 000000000160 2,500.00 USD 1.0000 | 1.0000 usD|Q n.00||usD |, | Sale ~ |10/ 452008 ([ Detail
O aooooonoot 61 30,000.00 USD 1.0000 | 1.0000 UsD|Q n.oofjush Q| Sale w |10/ 452009 (=] Detail
Submit for Disposal
Figure 27. Disposal Worksheet Result Set — Retirement Information Page

Retire Qty Enter the number of assets to be retire

Proceeds Enter any proceeds, if applicable
Removal Cost Enter any removal cost, if applicable

Participant Notes:
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Fields
Disposal Code

Description

Select disposal codes for each asset individually
by entering the code in this field. This value is
equal to either the value selected for disposal code
or default to “Sale”. You have the option to enter
different disposal codes for each retired asset.

Retire Dt

Enter the retirement date

Details

Click to view the Asset Details page

Table 20. Disposal Worksheet Result Set — Retirement Information Fields

Page Name Navigation

Disposal Worksheet — Optional Asset Management>Asset Transactions>Asset

Accounting Information

Disposal>Disposal Worksheet>Optional
Accounting Information

[ Disposal Worksheet

[

Retrieve Mext 100| Rows 1- B

Submit for Disposal | Select All

Azset Information i Retiremert Informstion

of & Mewy Search Wiew Ownership Details
Disposal Code  Retire Dt Accounting Dt

| 1042008 (5| 100142009 | Set All

miize | Find [View sl | B8 First [ [P Last

i Optional Accounting Information

Dispose Asset ID

d 0000000001456
| o0ooaoooo1s7
Fl Q000000001 58
| no0o0oooot 5a
F] 000000000160
| o0ooooooot &1
Submit for Disposal

Accounting Date Trans Code
1011412009 [ &'}

100142009 |[=
10014120089 |[=
100142008 |[=
100142009 |[=

100142009 |[=

L Lo L L P

Figure 28. Disposal Worksheet Result Set — Optional Accounting Information Page
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Fields Description
Accounting Date Enter the accounting date for the retirement
transaction

Table 21. Disposal Worksheet Result Set — Optional Retirement Information

@ Walkthrough/Activity

We will now complete a walkthrough using a UPK simulation: Retiring Assets by
Disposal Worksheet.

Topic 5: Reinstating Assets

e Only one asset can be reinstated at a time
¢ Reinstating an asset reverses all journal entries created by the retirement

h 4

h 4

Process
Identlfy asset to be > Rl fse Saye the asset Deprec!atlon ar)d P Reswics]
reinstated reinstatement Accounting Entries

Figure 29. Reinstating Asset Process
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Page Name Navigation

Reinstate Assets Asset Management>Asset Transactions>Asset
Disposal>Retire/Reinstate Asset

[ i eld | ¢
Unit: 17300 AssetID: 000000000002 Automobile Tag: Disposed
Trans Date: Acctg Date: 11/30/2009 3 Rate Type:
Book Find | View All FlrstE]uafanLst
Book Name: CAFR CAFR Reporting Book Base Currency: USD As Of: 11/30/2009
Retire As: J Quantity: 1.0000
Copy Changes to Other Books Cost: 12,318.99
Retirement Find | View All First [ 10f1 [¥] Last
.Dispo_sal Code: = Date/Time:  11/30/09 11:720:59.AM Ret Status: Unretired
Quantity: Retirement Amt: usD
Removal Cost: RC Curr: Base Removal Cost: 0.00
Proceeds: Pr Curr: F&% Base Proceeds: 0.00
Convention: | Half Year M Accum Depr: 0.00
Trans Code: Gain/Loss: 0.00
Retire Option:

Figure 30. Reinstate Asset Page

Description

Reinstate Click the Reinstate button to reinstate a specific
retired transaction. Then, click the Save button to
save the reinstatement action.

Table 22. Reinstate Asset Fields
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@ Walkthrough/Activity

We will now complete Activity 8: Reinstating Assets in your Activity Guide.
Lesson Review

In this lesson, you learned to:
e Retire assets by sale

e Retire assets by trade-In
¢ Retire assets using a disposal worksheet
¢ Reinstate assets

@ Walkthrough/Activity

We will now complete Activity 9: Retiring and Reinstating Assets in your Activity Guide.

@ Additional Resources

The following are additional resources that provide more detail about the topic we have
covered:
e SMART Glossary
http://www.da.ks.gov/smart/trainning/coursematerials/WBT/glossary.htm
¢ Asset Management Business Process Flows:
http://www.da.ks.gov/smart/training/coursematerials/
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